OFFICE OF YHE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECCRDS MANAGEMENT DIVISION

A=) APPLICATION FOR RECORDS RETENTION SCHEDULE

s

INSTRUCTIONS: See Pui ‘cation No. 76—AM—1 for instructions on completing this form. Forward signed ufiginal'tu '
~ Departmant of Archives and History, Records Management Division, 330 Capitol Avenue, Atlants, Gecrgia, 30334,
Atmntion: Scheduling Saction.

FOR AGENCY USE 1. Aggncy Addrass ) FOR RECORDS MANAGEMENT USE
Appiication Date gefirgla Izepﬁr l:ll]:ent ;f C;)lriectu:ms Application Number
. ice of the Fire Marsha : )
2 Martin Luther ¥ing, Jr. Dr., S.E. 85""5
Appiicaticn Number Twin Towers East, 7th Floor , Dets Recsived Osze Compiated
Atlanta, GA 30334 MAR 1 2 1988 1 JUN 1 ¢ 1988
2. Panson to Contact ' _ Working Title ) Talephone Numbar

Susan Davis . T Records Hanagement-Officer' 656-5561

i ¢ O Amend Agghcat;on No.

3. Action Requestad

3. (@ Estabusn Retantion Schedule record will continua to accumulate.
B. (3 Disposa of prasent accumulation; ro further sccumulation anticipated.
Chack One: {3 Changs; €] Supercede; 0O Void

4. Dates of Serias 5. Records Serias Title (foliowed by title used in office; if different}
Earliest Latest
1981 | Present Fire Safety Inspectlons Files
6. Division and Office Function What is the function of the Dmsnon and the Office in wh:ch ﬂus record series is ceated?

Technical Services; the Flre Harshal 0ff1ce is responsible for statew1de fire safety’
program which has as it's basic goal, meeting the mandated compliance of federal’ and
state IaWS, fire safety codes and departmental rules, regulatlons, policies and pro-

' cedures. The Fire Marshal conducts certified institutienal training sessions, basic

- and refresher courses to institutional fire inspectors. The Fire Marshal works with
- institutional staff to develop evacuation plans for local facilities, and coordinates
- mutual aid arrangements with local fire departments to prov1de emergency backup fire-

f1ght1ng capabilities.

3

7. Record Series Description This file contains the following domnts finclude form numbers and titles, if anyi:

Amd\nmphsofﬂnﬂh.

Documents reiating t0: maintaining reports of quarterly fire inspections of D.0.C. facilities
by the Departmental Fire Marshal or Fire Safety Specialist, annual inspections by the State
Fire Marshal's Office, and monthly inspections by the Institution Fire Inspector.

Included are: Fire Marshal's Office inspection form (FM298 revised 11/84) Institution )
Response if cited for a deficiency, Institutional Monthly Report, and State Fire Marshal's

. Annual Inspection Report. Also included are Inspectlon Reports prepared in response to

requests by County Correctional Institutionms.

Fileisarranged: by institution or cbu‘hty, then by type of repbrt.

| 8. Monthly Aeferance Rate How oftm ara records referred to which are: -
"One to six months oid ___‘_'{__, Sﬂcn w twa!va months old __ai‘_.. Th:mn to twentv-four months old __L_._

mnw fwe mcr't‘ls and ofder _.:ﬂ.:__

9.

Anmni Ratw of Aa:umuisnnn of Records -
Lmer-s:ze ‘drawirs Lega!-me duwafs _ﬁ__..__ Sheives

o

~

: Other (pacify)

adi_ AN _FTE. Ba_ T




B, 1S UNIS UMY G Huiflt WVASpr F We o= e o -
X if not. where is it? . R, - -
X b. Does the series contain confidential information reqguiring secufity handlmg? If yes, cite law or requlmon.
X e 1 this a vital record? -
; X { d Does this sefies have historical or long term ressarch value?
: . . When one or Two docurments in the file make it necessary to keep the entira fils for a long period, could these
B | 7N gocuments be scheduied secacataly? .
-1_x | ¢t 1s1he information contained in this series ever published? 1f ves, attach cooy
g ls the znfamaﬁon contained in this series ever analyzad and/or recorded in 3 summarized report? -
X 1f ves attach coov,  Department Annual Report, Quarterly Status Report.
: h. ls thers a duplication of this saries in your office, or in ancther office or agency?
if yes, wher tion.a Fire Marshal's Office.
X |s this series for & mezior partion of it) regutariy microfilmed? :
X t Does the record series resuit in a eompurer orintoux?
11. Retention Requirsments The foliowing requires tha series to be kept:
& State Law yexrs. d. Audit period ; yaars,
b. Statute of imitation 4 yesrs. _ 8. Administrative need 4 years,
¢ Federal law years, 4. Faderal retention instructions ; years.
Attach eopy or excert of laws or regulations. Explain admmswmn need.
a. State Fire Marshall's office maintains inspections untll resolut1on, then they are

micro-filmed.

»

12 Appaond Dispasition lmucum This agency recommends that the file mueshccutnff atthamdofw:h
‘ @ Calendar Yesr; levw O Other :

" - 1B Hold in the current files area month(s) 4 year{s); then

1 Transter 1o local holding area; hold year(s); then

{3 Transfer to State Records Center; hold year{s}; then

@ Destroy.NOTE: 1In the event of litigation, these files must be retained until flnal
3 Transfer to Stats Archives for permanent retention, settlement.

13 Other (Specify)

These instuctions apply to all prior and futurs accumulations of the series.

Hecords Management OFicer /Signature) Date

3//@

Hesd/Designes (S ) !
e ST Totroon Ares
4 4

Recommendations in para-

wraph 12 are approved. State Auditor/Designes w ‘-// 3/ 7}-
{If disspproved, artach letter w
of explanstion.) Secrstary of Stama/Designes
- Attorney General/Designae
AR-SO-71; RAwv. 76




